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A STATE can spend money only by 
reason of appropriations author­
ized by the general assembly or 
legislature for the purpose, or 
purposes, named in the respective 
appropriations. Inasmuch as the 
controller and heads of depart­
ments are legally responsible for 
amounts expended in excess of
the appropriations, it is necessary to set up ac­
counts for the various appropriations, in order 
that, among other things, the unexpended balance 
of each appropriation may be determined at any 
time. These appropriation accounts are kept in 
addition to the ordinary financial accounts. The 
appropriation accounts are commonly called “Fund 
Accounts,” as they denote funds to be set aside 
from the receipts of a state to be expended for the 
purpose, or purposes, named in the respective 
appropriations.
In order that a definite basis may be had in con­
nection with the methods outlined in this article, 
it will be assumed that a state maintains several 
penal and charitable institutions of the usual type, 
among which are prison, house of correction, boys’ 
reformatory, almshouse, and infirmary; that all 
expenditures for repairing, furnishing, and main­
taining each institution emanate from one office, 
in charge of an individual designated as Purchasing 
Agent; and that the general assembly makes two 
appropriations for each institution—one for repairs 
and furnishings and one for maintenance.
The purchasing agent would keep a set of fund 
accounts and would set up an account for each 
appropriation. The controller, who we will assume 
is the state treasurer, would maintain a General 
Fund Ledger, the records kept by the purchasing 
agent being subsidiary to, and correlated with, the 
General Fund Ledger by means of a controlling 
account. On the books of the purchasing agent, 
the controlling account may be designated “State 
Treasurer,” and on the General Fund Ledger, the 
controlling account may be designated “Appropria­
tions—Penal and Charitable Institutions.”
The entries to record appropriations or authoriza­
tions to spend money would be as follows:
On Fund books of state treasurer:
APPROPRIATIONS—PENAL AND 
CHARITABLE INSTITUTIONS.. . . $xx
To APPROPRIATION 1................ $xx
APPROPRIATION 2. .............. xx
ETC................................................. xx
To set up current appropriations.
On Fund books of purchasing agent:
STATE TREASURER.............................. $xx
To APPROPRIATION 1................. $xx
APPROPRIATION 2................ xx
ETC................................................. xx
To set up current appropriations.
At the head of each institution is an individual,
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usually known as the superintendent, 
whose duty it is to make requisition 
for goods to be supplied or services to 
be performed for the institution un­
der his charge. A requisition may be
made in duplicate. The original may be sent to 
the purchasing agent. The duplicate may be filed 
by the superintendent pending the receipt of a copy 
of the purchase order from the purchasing agent, 
after which it may be permanently filed away for 
possible future reference. See Form No. 1.
Upon receipt of the requisition at the purchasing 
agent’s office, it will be determined with whom the 
order is to be placed, and the columns on the requi­
sition headed “Price” and “Ordered Of” will be 
filled in. From the information on the requisition, 
a purchase order may be made out in quintuple, 
each copy being of a different color. The original, 
which we will say is yellow, is to be sent to the 
individual or concern from whom the goods are to 
be purchased, or by whom the service is to be 
performed; two copies, say blue and pink, may be 
sent to the institution for which the goods or ser­
vice is purchased; and two copies, say green and 
white, may be retained for the files in the purchas­
ing agent’s office. The number of the purchase order 
should be placed in the column headed P. O. No. 
on the requisition. When purchase orders have been 
issued covering all articles requisitioned, the requi­
sitions may be filed numerically in a loose-leaf 
binder in the purchasing agent’s office, a separate 
binder being maintained for each institution.
The purchase order may be in the general form 
shown in Form No. 2.
It is advisable to have the purchase orders put up 
in pad form, and numbered by the printer. The use 
of printed numbers reduces the possibility of omis­
sion, particularly, if more than one person makes 
out orders.
The yellow copy, which is sent to the vendor, 
should contain a provision to the effect that goods 
are to be charged to the state, and that the invoices, 
which should mention terms, purchase-order num­
ber, and name of institution to which goods are 
shipped, are to be mailed in triplicate to the pur­
chasing agent’s office immediately upon shipment 
of the goods. This yellow copy should bear the
purchasing agent’s signature, thereby 
fixing the liability, should the expend­
itures be in excess of the amount au­
thorized by the appropriations.
The blue copy, which is sent to the
institution, should bear a notation similar to the 
following:
“The superintendent will, upon receipt of the 
material or work called for on this order, certify to 
the correctness of same, or make such corrections 
as are necessary to properly pay the bill. If charges 
of any kind are paid, they must be noted. Be posi­
tive as to weights.
Approved...................19. . Superintendent
From the above notation, it is apparent that this 
copy is to be returned to the office of the purchasing 
agent, to serve as the basis for putting invoices in 
line for payment.
The pink copy sent to the institution is to be 
kept for their files, and should be tagged “Property 
Received Copy.” The blue and pink copy should be 
kept together by the superintendent, and correc­
tions or remarks should be made on both by means 
of carbon paper, in order that the institution may 
have an exact copy of the blue O.K. order as 
returned to the purchasing agent’s office.
The two copies retained by the purchasing agent 
may be temporarily filed—the green copy in 
numerical order, the white copy in alphabetical 
order, under the name of the vendor.
Should only part of the order be received, the 
receiving clerk at the institution may make out a 
receiving or advance information sheet in duplicate; 
the original to be sent to the purchasing agent’s 
office, the duplicate to be attached to the pink copy 
of the purchase order. A separate advance infor­
mation sheet should be made for each order. A 
suitable form for the advance information sheet is 
shown in Form No. 3.
Upon receipt of the blue O.K. purchase order 
from the institution, the green copy of the purchase 
order may be removed from the temporary file, may 
be stamped with the date the O.K. was received, 
and may be filed in a permanent numerical file. The 
blue purchase order may be matched with, and
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Theattached to, the white purchase or­
der, and both may be alphabetically 
filed in a matched-order file, separate 
files being maintained for each insti­
tution.
Upon receipt of the triplicate invoices from the 
vendor, the extensions are verified, and the terms, 
the quantity, and the price are checked with the 
matched-purchase orders. The triplicate invoice 
may be sent to the institution for which the pur­
chase was made, for the purpose of enabling the 
superintendent to keep a record of expenditures 
should he so desire. The original and duplicate 
invoices and the blue O.K. purchase order may be 
stamped with an invoice number by means of a 
numbering machine.
The invoice may be entered in the proper Invoice 
Register, separate Invoice Registers being main­
tained by the purchasing agent for repairs and fur­
nishings and for maintenance. The Invoice Regis­
ters may be as shown in Form No. 4.
Upon entry in the Invoice Register, the original 
and duplicate invoices and blue O.K. purchase order 
may be stamped immediately under the number 
with a small rubber stamp “Repairs and Furnish­
ings,” or “Maintenance,” as the case may be. The 
original invoice may be filed alphabetically under 
the name of the creditor (a separate file being main­
tained for each institution), waiting to be put in 
line for payment at the end of the month, as is the 
usual custom.
The duplicate invoice may be retained by the 
purchasing agent, and temporarily filed alpha­
betically and according to institution until the end 
of the month. At that time, a report may be made 
out showing the classifications of expenditures for 
each institution. The duplicate invoices may then 
be alphabetically filed under the names of the 
vendors in permanent institutional files.
In the event of an advance information sheet 
being received by the purchasing agent, note is 
made on the green copy of the purchase order. The 
advance information sheet is matched with, and 
attached to, the white copy of the purchase order, 
and is filed in the matched-order file.
Upon receipt of the invoice covering the goods 
shown to have been received by the advance infor­
mation sheet, the invoice is verified 
as to extension, terms, quantity, and 
price, and is entered in the Invoice 
Register. The advance information 
sheet may be stamped with the num­
ber and classification as to “Repairs and Furnish­
ings,” or “Maintenance.” The advance informa­
tion sheet and the white copy of the purchase order 
are then replaced in the temporary alphabetical 
file awaiting receipt of the blue O.K. purchase or­
der, in order that the complete history of each 
purchase order may be traced from the information 
shown on, or attached to, the matched-purchase 
order when permanently filed.
From the foregoing, it will be noted that the 
exact standing of every requisition and purchase 
order can be readily ascertained.
REPORT OF EXPENDITURES
The report of expenditures may show detail, 
general classifications, and the total maintenance 
and total repairs and furnishings for the month. 
The total for each institution should agree with the 
totals as shown by the Invoice Registers. A suita­
ble form for the report is shown in Form No. 5.
From this classified report of expenditures, the 
total amount of specific articles consumed by the 
several institutions in the course of a year can be 
ascertained. This serves a valuable purpose, in that 
the purchasing agent is able to closely estimate the 
quantity of staple articles, such as sugar, flour, coal, 
etc., that will be required for the year, thus enabling
him to secure bids for the year’s supply at a con­
siderably lower price than could be obtained if 
ordered as requisitioned by the institutions.
POSTING TO THE FUND ACCOUNT ON 
PURCHASING AGENT’S BOOKS
The totals of the Distribution columns in the 
Invoice Registers maintained by the purchasing 
agent are posted to the debit of their respective 
appropriation accounts, the total of the Amount 
column, which should equal the totals of the Dis­
tribution columns, being posted to the credit of 
controlling account “State Treasurer.”
Should contracts be entered into, or open, market 
orders issued, an entry would be passed as follows:
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On Fund books of purchasing agent:
APPROPRIATION 1............................... $xx
APPROPRIATION 2.................................. xx
ETC................................................................... xx
To RESERVE FOR CONTRACTS 
OR RESERVE FOR OPEN- 
MARKET ORDERS..................... $xx
For contracts or open-market orders not 
taken care of by entries in Invoice 
Register as under:
(List detail)
There is thus shown in respect to each appropria­
tion the unencumbered balance, or amount, still 
available for expenditures.
Additional Distribution columns may be pro­
vided in the Invoice Registers, or a separate Invoice 
Register could be maintained, to record the invoices 
which apply on contracts entered into, or open- 
market orders issued. At the end of the month, the 
totals of the Contract and Open-Market Order 
columns in the regular Invoice Register, or the 
totals of the special Invoice Register if one is main­
tained, would be posted to the Fund Ledger by 
debiting the Reserve for Contracts or Reserve for 
Open-Market Orders account and crediting the 
controlling account “State Treasurer” for the 
amount of invoices received against the contracts 
or open market orders.
Should the amount estimated for contracts or 
open-market orders be found to have been errone­
ous, the balance, as shown by the Reserve Account 
and by the Appropriation Account which was 
charged, must be adjusted. This is taken care of by 
entries on the fund books of the purchasing agent, 
as follows:
If original estimate was too small: 
APPROPRIATION 1................................. $xx
To RESERVE FOR CONTRACTS 
OR RESERVE FOR OPEN- 
MARKET ORDERS..................... $xx
To correct original estimate as under:
(List detail)
If original estimate was too high:
RESERVE FOR CONTRACTS OR RE­
SERVE FOR OPEN-MARKET
ORDERS................................................... $xx
To APPROPRIATION 1................. $xx
To correct original estimate as under:
(List detail)
In the latter case, it is preferable to post the 
credit to the Appropriation Account in red on the 
Debit side rather than in black on the Credit side. 
The object of deducting from Expenditures rather 
than crediting the Appropriation Account is, that 
at no time should the Appropriation Account show 
an authorization to expend a greater sum than that 
authorized by the general assembly, which would 
be the case should we credit the Appropriation 
Account for the adjustment.
PUTTING INVOICES IN LINE FOR PAYMENT
The procedure for putting invoices in line for pay­
ment is to remove the original invoices from the 
temporary file mentioned heretofore, and to prepare 
for each institution a list of the amounts of the 
invoices for one individual or concern. Separate 
totals should be secured for each institution for 
repairs and furnishings and for maintenance, as it 
will be remembered that separate appropriations 
are made for each. The slip showing the totals and 
the invoices should be fastened together. The total 
of the amount to be paid each creditor should be 
listed, and the sum of the listing should equal the 
totals of the Institution column in the Invoice 
Registers.
A schedule of the invoices to be paid may then be 
made in triplicate, the original to be retained by 
the purchasing agent, the duplicate to be sent to 
the controller at the time the invoices are sent for 
payment, the triplicate to be sent to the superin­
tendent of the institution. A suitable form for the 
schedule is shown in Form No. 6.
The date approved is the date on which the pur­
chasing agent places his signature on the voucher 
jacket, thereby signifying his approval of the 
invoices attached. The voucher jacket will be 
explained later.
Having ascertained that the invoices for each 
institution are in accord with the Invoice Registers, 
and having scheduled the bills for each institution, 
the next step is to collect all invoices from one 
individual or concern, in order that one check may 
be drawn to cover the total amount due that 
individual or concern. It is advisable to keep the 
invoices in alphabetical order at all times for ready 
reference, should occasion arise.
A voucher jacket, as shown in Form No. 7, 
may then be made out covering the payment to be 
made to each individual or concern and attached to 
the invoices.
The measurements should be approximately 7½ 
inches x 8½ inches, so as to allow the voucher 
jacket to be folded in the center, the information 
shown in Form No. 7 to appear on one side after 
folding. This makes a convenient size for filing 
purposes.
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nified his approval of the invoices 
by signing the voucher jacket, the in­
voices, together with schedules cover­
ing the same, are sent to the con­
troller’s office from which payment is to be made.
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POSTING TO GENERAL FUND BOOKS
Upon receipt at the controller’s office, the 
invoices are audited and checked with the schedules 
submitted by the purchasing agent, after which the 
expenditures are recorded on the General Fund 
books by an entry in a General Fund Voucher 
Register or General Fund Journal charging the 
respective Appropriation accounts and crediting 
the controlling account “Appropriations—Penal 
and Charitable Institutions.”
PAYMENT OF VOUCHERS AND 
FINANCIAL RECORD
As* checks are drawn in payment of invoices, a 
record of the same would be made on the general 
asset and liability accounts by a debit to Expenses 
and a credit to Cash. Provision may be made for 
entries in the financial books on the accrual basis 
if desired.
RECEIPTS FROM INSTITUTION ACTIVITIES
In the event of an institution receiving income 
from the sale of products manufactured or produced 
by means of labor performed by inmates—a situa­
tion that is very apt to be found at a penal institu­
tion, particularly the state prison—all cash received 
should be deposited to the account of the state 
treasurer, the entry to record the same on the 
general asset and liability books kept by the state 
treasurer being as follows:
CASH............................................................. $xx
To REVENUE (properly classified). $xx
For cash received as under:
(List details)
If the Finance Committee, when preparing the
budget to be submitted to the general 
assembly for approval, considered the 
estimated receipts from this source as 
part of the general funds of the state, 
record need be made only on the Asset
and Liability accounts.
If, on the other hand, the Finance Committee 
recommends a comparatively small appropriation 
for the institution that receives income, intending 
that the receipts shall be applied towards the main­
tenance of that institution, it would necessitate the 
recording of receipts in the Fund accounts as well 
as the Financial accounts, in order to ascertain the 
amount available for expenditure.
Under the last-mentioned conditions, all cash 
received by the institution should be deposited to 
the account of the state treasurer, the entry on the 
asset and liability accounts being the same as in the 
first-mentioned case; viz., debit Cash and credit 
Revenue.
The entry on the Fund books would be as follows:
On Fund books of purchasing agent:
STATE TREASURER.............................. $xx
To APPROPRIATION 1................. $xx
ETC................................................. xx
For cash received as under:
(List in detail)
On Fund books of state treasurer: 
PENAL AND CHARITABLE INSTI­
TUTIONS ................................................ $xx
To APPROPRIATION 1................. $xx
ETC................................................. xx
For cash received and retained by institu­
tion as under:
(List in detail)
Having stated the accounting requirements under 
the conditions outlined, I might add that the pro­
cedure would be the same regardless of the number 
of institutions maintained or the number of ap­
propriations passed by the general assembly, it 
being necessary to keep a separate record of the 
expenditures authorized by each appropriation.
WILL you please advise me through The Pace Student how to use the following correctly: “loan, lend;” “minute, moment”?
Which is correct: “That is she,” or, “That is 
her”?
Does the subjunctive mode take a plural verb? 
“Loan” is primarily a noun, and “lend” is pri­
marily a verb. According to American usage, 
“loan” is frequently used as a verb, the principal 
parts being “loan,” “loaned,” “loaning,” “loaned.”
“Minute” refers specifically to sixty seconds of 
time, while “moment” is more general in meaning. 
“That is she” is the correct expression.
The subjunctive mode has both the singular and 
plural number.
Our automobile fan says that business difficulties are 
like hills—the nearer you get to them, the less difficult 
they look.
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Q WILL you advise me in regard to the fol­lowing: A corporation has Subscriptions to Capital Stock to the amount of $12,000.00. There 
has been paid on account $10,000.00. It is intended 
to show this on the Balance Sheet, as follows:
Subscriptions to Capital Stock (under
Current Assets)....................................  $10,000.00
Capital Stock Subscriptions (under
Capital Liabilities)............................... 12,000.00
Is this correct?
We assume from your letter that the stock is not 
to be issued until the $12,000.00 is fully paid. We 
also assume that when the subscriptions were 
received the following entry was made:
SUBSCRIPTIONS TO
CAPITAL STOCK........ $12,000.00
To CAPITAL STOCK
SUBSCRIPTIONS.. $12,000.00
and that when $10,000.00 was paid, the following 
entry was made:
CASH..................................... $10,000.00
To SUBSCRIPTIONS
TO CAPITAL
STOCK..................... $10,000.00
This leaves us with “Subscriptions to Capital 
Stock” account with a debit balance of $2,000.00, 
and “Capital Stock Subscriptions” account with a 
credit balance of $12,000.00.
On the Balance Sheet, the accounts should pref­
erably be shown in the Capital Stock section on the 
liability side, as follows:
Capital Stock:
Capital Stock outstanding (see
Note below).................................. $ 500.00
Capital Stock Subscrip­
tions........................... $12,000.00
Less: Amount due from
Subscribers................ 2,000.00
--------------- 10,000.00
$10,500.00
NOTE: We are assuming that $500.00 of stock was is­
sued for cash to effect incorporation, this transaction being 
distinct from the questions you have raised.
You will note that the above displays the facts in 
the Balance Sheet with respect to capital stock; 
namely, that $10,500.00 has been received for 
capital stock, that $500.00 of stock has been issued, 
and that $10,000.00 of subscription has been paid in.
QWILL you kindly inform me what practice of distributing “overhead” is commonly followed, es­
pecially in a metal-working business 
where various parts are completed
and at some indefinite later period assembled into 
the finished product, it being assumed there are a 
considerable number (in the hundreds) of orders, or 
jobs, being processed and assembled each month or 
accounting period.
If a machine-rate is used, should the burden be 
applied as the job passes each production center, 
or when the order is finished? Would the procedure 
be different, if based on productive labor?
What is a convenient method of summarizing 
burden distributed for entry to credit of controlling 
accounts?
The method to be used in the distribution of over­
head to jobs depends entirely upon the operating 
conditions in a factory. For instance, if labor is the 
most important factor in the production of an 
article, if the product is uniform, if wage rates are 
uniform, and if the time of operation on the product 
is constant, the productive-labor method of dis­
tribution of overhead would be accurate. On the 
other hand, if the product is produced by machines, 
and machines are consequently the most important 
production factor, the machine-rate methods of 
distribution of overhead would be the most equi­
table. In these cases, the labor employed would be 
used chiefly in tending machines, and would be 
relatively an unimportant production element.
Owing to the ease of application of the produc­
tive-labor method of distribution of overhead, this 
method is widely used by manufacturers, although 
it is not accurate in all cases, as indicated above.
In case of an assembled product, the individual 
parts are usually made up on a job order, and the 
cost obtained at the completion of the order. The 
parts are then ordinarily placed into a finished 
parts stockroom, and, upon requisition therefrom, 
are costed out at the cost prices indicated on the 
cost sheets recording their original costs.
As a practical proposition, overhead, regardless 
of the method of distribution, is charged to a job 
at the completion of the job rather than at the time 
the job passes from department to department.
“What is a convenient method of summarizing 
burden distributed for entry to credit of controlling 
accounts?” We assume that you have in mind the 
crediting of overhead to the various producing 
department overhead accounts, and the charging 
of this overhead to the various jobs in process. A 
convenient method for recording overhead thus 
distributed would be to list the jobs to which the 
overhead is to be distributed on a summary sheet, 
which would contain columns to record the over­
head to be relieved from each departmental over­
head account. The total of the overhead applying 
to each job would be entered in the Total column. 
The totals shown on the summary sheet would 
be the basis for an entry on the Factory Journal 
to charge Work-in-Process Control Account and to 
credit the various departmental overhead accounts.
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ANY graduates of the Pace 
Course elect to enter pri­
vate business; others en­
gage in professional prac­
tice with public accounting 
firms; while still others feel 
the urge of an office of
their own so strongly that they enter 
Accountancy practice on their own ac­
count. Among the graduates of the Pace 
Course who are making good in public 
practice on their own account is Theodore 
A. Crane, C.P.A. (N.J.). Mr. Crane, who 
was graduated from the Newark School 
of Accountancy (Pace Standardized 
Courses) in June, 1914, is practicing as a 
certified public accountant in Newark, 
New Jersey. After a varied business and 
professional career, Mr. Crane has 
reached the goal of so many accountants 
—a practice of his own.
Theodore A. Crane was bom in 
Newark, N. J., in 1887, and secured his 
early education in the public schools and 
in the high schools of his native city. In
1905, he entered the employ of the 
Mutual Benefit Life Insurance Com­
pany, Newark, as a junior clerk, and 
remained in that position one year. In
1906, he became a bookkeeper in the 
Newark offices of the Firemen’s Insur­
ance Company, and left this company in 
1908 to accept a bookkeeping position 
with the Consolidation Coal Company, 
of New York. In 1910, after passing a 
Civil-Service examination in New Jersey, 
Mr. Crane was appointed to the position 
of bookkeeper and clerk with the Board 
of Education, Newark, N. J.
At this point in his career, Mr. Crane 
gave himself a stern vocational interview 
and decided that his business advance­
ment would be greatly expedited if he 
were to secure more specific training. 
Accountancy seemed to Mr. Crane to 
offer the best vocational opportunities, 
and upon the advice of Mr. Frank G. 
DuBois, a personal friend, and a certified 
public accountant of New Jersey, he 
enrolled in the Newark School of Ac­
countancy (Pace Standardized Courses) 
in the month of October, 1912. Mr. 
Crane says that soon after his enrolment 
salary increases became more frequent. 
After studying the Pace Course for four 
months, he took a Civil-Service examina­
tion for first-grade bookkeeper in the 
State and County Service in New Jersey, 
and, upon passing this examination, was 
placed seventh on the eligible list.
In June, 1914, Mr. Crane entered the 
employ of the Employers’ Liability 
Assurance Corporation, in their New 
York offices, and remained there for two 
years. While with this concern, Mr. 
Crane reorganized the Auditing Depart­
ment, and, at the time of his resignation, 
was manager of the Auditing Depart­
ment, having under him a force of thirty- 
five office and field men, scattered 
throughout the different offices of the 
company in New York State.
In June, 1914, Mr. Crane was grad­
uated from the Pace Standardized Course 
in Accountancy and Business Adminis­
tration at the Newark School of Account­
ancy. He had an extraordinary record as 
a student, never missing, throughout the 
course, a single class lecture in either 
accounting or law. Mr. Crane also took
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special instruction in pedagogy. As his 
aim, from the time of his enrolment, had 
always been to fit himself for the profes­
sional practice of Accountancy on his 
own account, he decided, in 1916, to take 
definite steps toward this end. The suc­
ceeding four years were spent by him in 
obtaining valuable practical experience 
on the professional staffs of A. S. Fedde 
& Co., certified public accountants; 
Eastern Audit Co., accountants and 
auditors; and Patterson & Ridgway, 
certified public accountants. During this 
time, Mr. Crane was called upon to take 
charge of important accounting work in 
Chicago, St. Louis, and other Middle 
Western cities.
Theodore A. Crane, C.P.A. 
(N.J.)
Practicing Accountant 
Newark, N. J.
In May, 1919, Mr. Crane passed the 
state C.P.A. examination in New Jersey, 
and was awarded his degree. In 1920, he 
was elected a trustee of the New Jersey 
Society of Certified Public Accountants, 
and in 1921, was elected secretary and 
treasurer of the same body. His offices 
are in the Kinney Building, Newark, 
New Jersey.
Interest attaches to what Mr. Crane 
has to say about the work of the ac­
countant and about professional study:
“In my experience with assistants, I 
have found that the reason why some 
accountants do not progress as rapidly as 
they had hoped is generally due to the 
lack of a proper Accountancy education.
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In actual practice, each accounting 
problem has its own peculiarities, and if 
the case in hand is a difficult investiga­
tion, the man in charge must be able to 
locate the end of the string before the 
unraveling can start.
“Proper determination and will power 
are necessary concomitants to any course 
of study. New students in Accountancy 
should never forget that what they are to 
receive from any course of study will 
depend, to a large extent, upon their own 
close application and interest. There are 
many people in the world to-day who 
become discouraged too easily, and drop 
out of the race and are forgotten. Con­
stant dropping of water will wear away a 
stone, and the same proverb is true and 
can be applied to determined human 
effort. To those who find the going 
hard, I would say that it is seldom that 
anything which is obtained easily is very 
highly regarded or is of much value.
“It is a significant fact that the only 
people who find things really hard are 
those who want things easy. As I look 
back upon the last ten years, I find my­
self valuing highest those things which 
were obtained only after a genuine 
struggle. The greatest success in any 
line of endeavor will come to those who 
will lay out a definite plan of action and 
allow nothing to hinder its completion.”
HARRY B. GORHAM, a graduate of 
Pace Institute, Extension Division, has 
passed the C.P.A. examinations in the 
state of Connecticut, and has been 
awarded his professional degree. Mr. 
Gorham has been engaged in public 
accounting work for the past two years. 
He recently accepted a position as chief 
accountant and office manager for R. F. 
Worden & Sons, Inc., Waterbury, 
Connecticut. This concern deals in milk 
products, and is one of the largest of its 
kind in Waterbury.
OTHO G. CARTWRIGHT, certified 
public accountant (N.Y.), and ROBERT 
G. SPARROW, Associate Member of the 
American Institute of Accountants, 
announce the consolidation of their 
accounting practices under the firm name 
of Cartwright & Sparrow, accountants, 
auditors, and engineers, with offices at 
31 Nassau Street, New York.
HARRY F. HUGHES, Class B1316, 
Pace Institute, New York, has secured, 
through the Pace Agency for Placements, 
Inc., a position as junior accountant on 
the staff of Boyce, Hughes & Farrell, 
certified public accountants, 110 William 
Street, New York. Mr. Hughes was 
formerly with Herrick, Berg & Company, 
14 Wall Street, New York.
MISS MARTINA ADRIANCE, former 
student of Pace Institute, New York, has 
secured, through the Pace Agency for 
Placements, Inc., a position as book­
keeper at the Central Branch, Y.W.C.A., 
610 Lexington Avenue, New York City.
J. B. JULICK, Class A1120, Pace Insti­
tute, New York, has secured, through 
the Pace Agency for Placements, Inc., 
a position as ledger clerk with the John 
McCann Company, New York City.
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Our
Birthday
WITH this issue, The Pace Student 
begins its seventh year of unin­
terrupted publication. Not a 
single issue during these past six 
years has been missed, and this in 
spite of war, and of strikes, and 
of an acute paper shortage which 
raised havoc with the publishing 
industry. Many periodicals of
national circulation were even forced to suspend 
publication for a time, and we recall how one of the 
great weekly magazines was compelled to use pho­
tographic reproductions of typewritten sheets in 
the place of its regular printed pages. Each month, 
however, The Pace Student came out regularly and 
in its usual form.
Outlining a policy or a future course of action is 
easy; we shall do neither here. The Pace Student 
was founded as a “Magazine of service, interpreting 
the purpose, spirit, and needs of Modern Business.” 
The measure of our success in the future will, as in 
the past, depend upon the way in which we make 
the magazine measure up to the standard which we 
originally set for it.
MANY people have implicit belief that, in any course of action, adherence to a set formula will bring about the results desired. Salesmen are 
taught the proper formula for approaching pro­
spective customers. Aspiring literary geniuses 
painstakingly analyze successful stories until they 
become convinced that they must simply pour their 
ideas into molds accepted both by the critics and 
by the public, and their success will be limited only 
by the amount of copy that they can turn out. 
Many writers of collection letters decide, after 
study and minute observation, that a certain type of 
letter is the height of collection technique, and 
straightway they consider their problem solved. 
They use this letter in all cases that seem to belong 
in a certain class.
I have often seen a salesman so submerged in 
selling technique that he couldn’t change his 
“sales talk” under fire, but was compelled to push 
ahead to the conclusion of his interview, according
to the rules laid down for him by his sales manager. 
Many a salesman would be more successful if he 
gave more thought to the exigencies of the occa­
sion and paid more attention to the personality 
of his prospective customers.
Formal set rules of procedure are necessary in the 
conduct of business to save unnecessary thought 
and to minimize the amount of time required to 
consider carefully each given problem as it arises. 
It is only when we fail to observe that there are still 
individual cases in business, and that to the best 
formulæ there are exceptions, that a formula 
becomes a baleful influence and something to be 
avoided.
A FIRM, at whose offices I called the other day, has worked out an idea that many organiza­tions would do well to emulate. On the wall, at the 
right of the information desk, in the offices of this 
firm, is a neatly framed chart. This chart gives the 
names of all the officers and heads of departments, 
and, after each name, a list of the duties of that 
officer and the phases of the work of the organiza­
tion for which he is responsible. It is easy to see of 
what assistance this chart is to the caller, who may 
not know the name of the executive before whom he 
should lay his particular proposition.
Suppose a man calls in reference to advertising.
The firm has no advertising manager, but the caller 
sees by a glance at the chart that Mr. James Smith, 
vice-president, handles all advertising and publicity 
matters. He notes also that Mr. Smith may be seen 
between ten and twelve each day, and at other 
hours by appointment. It is unnecessary for him to 
explain his mission in detail to the young lady at the 
information desk. He can simply say, “I am from 
the Blank Company, and I should like to see Mr. 
Smith for a few minutes.”
This chart is explicit. It names the official who 
is in charge of accounting, the one who does the 
purchasing, the one who handles employment and 
personnel, and even the one who is in charge of 
contributions and donations. Think of the time 
saved, and the spirit of friendly good-will that is 
created.
At the bottom of the chart, there is something 
like this: “If you have to wait, make use of the 
books and magazines that are here for you. We 
are glad to have salesmen call, and we thank them 
for the many new ideas that they bring to us. We 
have salesmen on the road, and we understand.”
IT is often said that a college graduate has learned as much from his associations with his instruct­ors and fellow-students as he has from his books. 
Admitting that there may be some exaggeration in 
this, it is nevertheless true that in any school there 
is much of value to be obtained from sources outside 
the text-book covers.
How frequently, though, students in a technical 
or professional school fail to get what they should 
from their school work, because they underestimate 
this matter of personal acquaintance. There is
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CHRISTMAS TIME draws close—Christmas time with its fragrant in­
cense of good-fellowship, good-will, and good-cheer. Halted—at least 
for a fugitive moment—will be achievements, purposes, and thoughts 
that are ignoble or selfish. The universal heart will be unlocked, and
once more the spirit of disinterested self-giving will be abroad in the land, illum­
ining all things human and making them in part Divine.
At this mellow time—Christmas time, through The Pace Student, your 
magazine, we give you the hearty handclasp of the fullest friendship. We sym­
pathize with you in the disappointments and disillusionments that may have 
come to you during the past twelve-month, and in the worthy purposes that 
may have been cheated of immediate fulfilment, even as we, on our own behalf, 
crave your sympathy for similar whims of fate. We congratulate you, however, 
upon the success that you have won, because you have deserved it, upon the lofty 
hopes that you have realized, and upon the earnests of future accomplishment 
that you have evidenced by intelligent self-appraisment, self-command, and self­
guidance.
And we bespeak for you in the days that lie ahead a keener sense of values, 
a deeper understanding of the things that count, a higher resolution, and a more 
sweeping vision than have been yours heretofore; and may all this self-develop- 
ment, which will fructify in the kind of success that brings happiness, find its be­
ginning in the spirit of good-will toward all men — the spirit of Christmas time. 
—Horatio N. Drury. Reprinted from The Pace Student, December, 1916.
much to be gained from an interchange of ideas 
when students, let us say, from fifty different 
business institutions, meet together two or three 
times a week in an evening class group. Many a 
good idea may be picked up in a friendly conversa­
tion in the corridor before class. Many a friendship 
may be made which will have far-reaching effect 
for the better on the lives of both students. Busi­
ness leaders value highly the friend-making pro­
clivities of their subordinates.
Readers of this magazine who are in active class­
room work, whether as student or instructor, are 
losing something, if they do not realize on the op­
portunities for worth-while personal association 
that their classroom activities bring to them daily.
NOTHING could be more inarticulate than a man’s desk. Yet that same desk will often tell you more about its user—his characteristics, his 
personal habits, his mental processes—than his 
best friend could.
You are seated at the desk of a business acquaint­
ance. It is a large, flat-topped desk. There is a 
letter-tray on one comer, filled, evidently, with 
papers that have been there for some time. Letters, 
papers, and memoranda of one kind or another are
strewn liberally over the top of the desk. Nothing 
seems to be in order. This acquaintance has no 
constructive work to do that would justify an 
accumulation of data, and you instinctively feel 
that his inability to keep correspondence and 
operating memoranda on the move is a sign of 
executive laxness. You feel that he has trouble in 
arriving at decisions; that he likes to defer things; 
that he is a procrastinator. True, your judgment 
may be wrong in this particular instance, but in 
most cases of the kind, it would be correct.
On the other hand, many desks bear mute witness 
to the systematic habits and mental processes of 
their users. By a glance at the top of such a desk, 
you get the feeling that nothing accumulates; that 
things are on the move; that decisions are promptly 
made. And usually your estimate is correct.
We have heard a great deal about the gospel of 
the clean desk. A man may carry it too far, of 
course. The important thing, after all, is to get the 
work done—even at the expense of all the clean 
desks in the office. But work can usually be carried 
on with more ease and dispatch over a clean desk 
than over a littered one. And in striving to keep our 
desk clear, we can, at the same time, improve our 
work habits and our mental processes.
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MEN do not actually 
trust dreams, fan­
cies, and visions, but 
somehow, they hate 
to give them up; and
the reason for that is, that we have 
positive proof that what, in the 
beginning, was just a dream, has 
been realized. Plans have become 
realities, perhaps after some setbacks and disap­
pointments; but they have become facts, partly 
because of the necessity of the things planned; 
though mostly because of the sincerity and the 
push of the planners.
All around us we find people shouting, “What’s 
the use of dreaming—it’s not dreams, but actual 
work we want.” They fail to realize that if it 
hadn’t been for the dream of some one, there 
wouldn’t be any reason for the job they hold—if 
some one’s plans hadn’t worked out, there wouldn’t 
be any job to hold.
Most of the things which make life worth living, 
we owe to our dreamers. The present is but the 
sum total of the dreams of the past made real. If 
it hadn’t been for our dreamers, those men who 
saw, in their mind’s eye, something beyond the 
mountains that obstructed their view, the American 
population would still be hugging the Atlantic 
coast.
Take the dreamers out of the world’s history, and 
who would care to read it? They are the advance 
guard of humanity; the toilers who, with bent back 
and sweating brow, cut smooth roads over which 
man marches forward from generation to genera­
tion. They have ever been those who have achieved 
the seemingly impossible.
The very practical people tell us that imagination 
is all well enough in artists, musicians, and poets, 
but that it has little place in the great world of 
realities. Yet, all the leaders of men have been 
dreamers. Our great captains of industry, our 
merchant princes, have had powerful, prophetic 
imaginations. Imagination is the motive-power of 
business. Without the capacity to look into the 
future, to anticipate development, and to see 
visions, the individual worker is merely a me­
chanical unit of the great engine of trade.
How many matter-of-fact, unimaginative men, 
who see only through practical eyes, would it take 
to replace, in civilization, an Edison, a Bell, or a 
Marconi? It was the worked-out vision of Edison 
that gave the world the incandescent light; and 
when Bell had accomplished his ideal, the world 
was presented with one of Modern Business’s 
greatest assets—the telephone. It was the wonder­
ful dream of Marconi that made possible the wire­
less message, and saved hundreds of lives in the 
frightful Titanic disaster.
Another dreamer (Morse) gave the world the 
first telegraph; and Cyrus W. Field tied two con­
tinents together with his Atlantic cable, making it 
possible to have almost instant knowledge of 
anything transmitted from the Old World to the 
New, or vice versa. What do we not owe to our
poet dreamers, who, like Shakespeare, 
have taught us to see the uncommon 
in the common, the extraordinary in 
the ordinary? Is there not an inesti­
mable value in the work of Longfel­
low, Tennyson, and Burns? Would not the world 
be poorer, had they not lived? Very much poorer, 
I say.
The divinest heritage of man is the capacity to 
dream. It is what has raised him above the beast; 
and were it not for the dreams of better things that 
some Stone-Age ancestors of ours had, you and I 
might this day be crouching down behind a rock, 
watching our chance for food, or we might, to-night, 
have to battle a wild beast for existence, and to-mor­
row make a mating, using the club as the article of 
faith.
Not many of us would have heart enough, hope 
enough, and courage enough to continue the 
struggle of life with enthusiasm, if our power of 
dreaming were taken away from us. The clerk can 
live in a store of his own which his imagination 
builds; and the poorest factory girl can be happy 
with her dreams of a beautiful home, a husband, and 
children of her own, because we are gifted with the 
power to imagine.
It is this dreaming, this hoping, this constant 
expectancy of better things to come, that keeps up 
our courage, lightens our burdens, and makes clear 
the way. It is a splendid thing to dream, when you 
have sincerity of purpose and the resolution to 
match your dreams with realities; but dreaming 
without effort, wishing without putting forth a try 
to realize the wish, does not count. It is only 
practical dreaming that counts—dreaming coupled 
with hard work and persistent endeavor.
The dream faculty, like every other faculty, may 
be abused. A great many people do nothing but 
dream. They spend all their time and energies in 
building air castles, which they never try to make 
realities; they live in the wishing atmosphere, until 
the faculties become lazy, and sometimes paralyzed, 
from inaction. Just in proportion as we make our 
dreams certainties, shall we become strong and 
effective. Dreams that are realized become inspira­
tions for new endeavors.
If you have an idea, or a dream of something 
better, mind not what others may say; remember 
that the stories of accomplishment are all about 
men whom the critics called fools and idiots, at one 
time—and that time was when they first proposed 
their plan, or propagated their idea. Many a great 
man almost gave up.
When just a young man, Abraham Lincoln 
wrote, “If what I feel were equally distributed to 
the whole human family, there would not be one 
cheerful face on earth. Whether I shall ever be 
better, I cannot tell; I awfully forbode I shall not. 
To remain as I am is quite impossible. I must die 
to be better, it appears to me.” But courage had a 
renewal, and before Booth’s bullet laid him low, he 
became the emancipator of the colored race. 
Though his work in freeing the slaves nearly 
wrecked the United States, he attained his objec-
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tive, he realized his dream, even with 
half the world shouting, “The South 
is strongest; it can not be done.”
Failure to win at first did not entirely 
discourage him, nor did it lessen his
sincerity. The necessity of freedom for all, for the 
good of all, was enough for him—he kept up the 
fight, and he has earned a place in marble.
You’ve had hard luck; nothing seems to break 
right; nobody believes in you. That’s too bad, but 
listen, “If you give up yourself, the others will 
never have faith in you.” We know it’s the keeping 
on trying that’s hard. But greater men than you or 
I have despaired at one time. Even the great 
Napoleon Bonaparte threatened to give up, and 
cried out, “Why, forsooth, am I in the world? 
Since death must come to me, why should it not be 
as well to kill myself? Since I began life in suffering 
and misfortune and nothing gives me pleasure, why 
should I endure these days when nothing I am 
concerned in prospers?” He, too, had a renewal 
of spirit, and even after his imprisonment at 
Elba, where his enemies placed him for keeps, he 
came back. He regained the leadership of his 
armies, and led them on to more victories. As a 
soldier, he has never been surpassed. He has set a 
mark for the rest to shoot at.
Do not stop your dreaming. Encourage your 
visions and believe in them. Cherish your dreams 
like jewels, and try, never give up trying, to make 
them real. This thing in us that inspires, that bids 
us to look up, that beckons us higher and higher, is 
God-given. Aspiration is the hand that points us to 
the road that runs up, and Heavenward. As your 
vision is, so will your life be. Your better dream is 
the prophecy of what your life may be, what your 
life ought to be.
It is just like—
FISHIN’!
Supposin’ fish don’t bite at first,
What are you goin’ to do?
Throw down your pole, chuck out your bait, 
And say your fishin’s through?
You bet you ain’t; you’re goin’ to fish,
An’ fish, an’ fish, an’ wait
Until you’ve ketched a bucketful,
Or used up all your bait.
Suppose success don’t come at first,
What are you goin’ to do?
Throw up the sponge and kick yourself,
And growl, and fret, and stew?
You bet you ain’t; you’re goin’ to fish,
An’ bait, an’ bait ag’in,
Until Success will bite your hook,
For grit is sure to win.
The great thing is to try to fashion our life after 
the pattern shown us in the moment of our highest 
inspiration, to make our highest moment perma­
nent. We are blessed if we dream—and do. Hitch 
your wagon to a star—shoot at the moon, and you 
may hit a house-top; but shoot anyway. “Carry- 
On.”
WHEN a commerical letter of credit is opened in favor of a foreign firm, should that fact be 
stated immediately in the bookkeeping 
records? If so, in what manner? It
is to be considered that the credit is for a certain 
amount of currency of the country in which the 
foreign firm is located.
What is the status of an unused balance on the 
letter of credit at the time of closing of the books? 
Should it be shown on the Balance Sheet, and, if 
so, in what manner?
If a liability should be shown by reason of an 
unused credit, payable in the currency of a foreign 
country, what rate of exchange should be used in 
stating that liability in American dollars ?
In answer to your first question, the opening of 
a commercial letter of credit in favor of a foreign 
concern does not require an entry in the financial 
accounts. It is advisable, however, to make a 
memorandum entry of all letters of credit in the 
Journal, or, if numerous letters of credit are opened, 
a separate book may be maintained for the record. 
No entry should be made in the financial accounts 
until an acceptance has been made by the bank 
under the letter of credit, or until the bank has 
paid a draft drawn under the letter of credit by the 
foreign concern. In the case of an acceptance, an 
entry should be made on the books to charge the 
account of the foreign concern and to credit an ac­
count, preferably called “Acceptances Under Letter 
of Credit.” In the case of the payment of a draft 
drawn under a letter of credit, the entry should be 
made to charge the account of the foreign concern 
and to credit Cash or Bank Account.
We note from your letter that the letter of credit 
is to cover an amount payable in foreign currency. 
If an acceptance has been made by the bank under 
the letter of credit, and this acceptance is out­
standing at the date of making a Balance Sheet, the 
amount of the acceptance, payable in foreign cur­
rency, should be converted and stated in United 
States currency at the prevailing rate of exchange 
on the date of the Balance Sheet.
We believe that our above comments will answer 
the second and third questions in your letter. In 
other words, no record outside of the memorandum 
entry outlined above need be made for the unused 
balance on a letter of credit at the time of closing 
the books. It is not necessary to show the amount 
of the unused balance on the Balance Sheet.
UPON the reacquirement by a corporation of a portion of its capital stock at approximately one half the par value, I am of the opinion that the 
method of handling this in the books would be as 
follows:
Set up an account called “Treasury Stock Ac­
count” covering the par value of the stock reac­
quired, this to be shown on the Balance Sheet as a 
reduction from the total amount authorized, and 
write off the difference between the purchase price 
and the par value to Profit and Loss.
Is this correct, and, if so, what effect will it have
Students’
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IN the early history of 
any country, there 
are few written laws; 
in the present his­
tory of most coun­
tries, there are too many laws. 
With most men, the election to a 
legislative body creates the appar­
ent necessity of introducing new 
measures, or, rather, those they believe to be new. 
They have no real notion of the conditions they 
seek to affect by such measures, nor the true effect 
of the measures themselves. That these measures 
lie already on the books, or that this particular bill 
makes enacted laws nugatory, are matters of no 
concern of theirs.
These conditions are not wholly the fault of the 
legislator; but the inevitable result is, that there are 
many curious laws. Mr. Arthur Train, in a recent 
article, tells us that in a Western state there was a 
statute regulating the passage of trains, as follows: 
“When two trains approach each other at a crossing 
they shall both come to a full stop, and neither shall 
start up until the other has gone” ; and again, in 
Tennessee, an act was passed providing that, “It 
shall be unlawful for the owner or keeper of horses, 
mules, cattle, sheep, goats, and hogs, to run at 
large.”
Again, we find that hasty and cumulative legis­
lation often leaves the most able lawyer powerless 
to know or even discover just what the law upon 
any particular question really is. The sound, basic 
principles of the law are lost in a maze of statutes 
and decisions construing such statutes.
The student of the law finds that a partnership 
is not a legal entity, distinct from the members 
composing it; that the partnership name is, for the 
most part, a mere convenience in identifying the 
partnership. He further finds that the firm name of 
itself has no legal standing or status; that the firm 
name can not act, can not have heirs. He therefore 
logically concludes that the firm name could not 
purchase, hold, or convey real property. Statute 
shakes his faith in the reasoning of the law, and 
breaks his logic into bits. The Partnership Law of 
the state of New York, and some other states, 
provides that a partnership may take, hold, and 
convey real property in the firm name.
From all the foregoing, we are led to conclude 
that there is something wrong with the statutes. 
Legislators are human. Their actual session time is 
short. The necessary information as to existing 
conditions, facts, and the rules of law are not at 
hand, and the time necessary to obtain these data 
is not sufficient. What then is the remedy?
The Legislative Bureau of Reference seems to be 
the solution of this great problem. The Bureau 
collects the statute law of various states, the 
Federal acts, Government reports, publications, 
regulations, and all facts and information indica­
tive of the economic and industrial conditions of the 
times. These reference studies furnish quickly to 
the legislator information that otherwise would 
entail long research and study.
The Bureau prepares a digest of 
all pending legislation with a proper 
index. This digest briefly outlines the 
purpose of each bill, its status, the 
number of the bill, and the father of it.
The greatest usefulness of the Bureau is to assist 
in the drafting of the bill itself. The form, subject- 
matter, and constitutionality of the proposed bill 
are exposed to the searchlight of the trained bill- 
drafter, who advises with the law-maker, and thus 
points the way to better law-making. Many ill- 
advised acts are undoubtedly kept off the statute 
books; and much of the time of the legislative 
session is saved by this method.
Many of the states have adopted this idea; some 
in one form and some in another. The state of 
New York has a commission, known as the Legisla­
tive Bill-Drafting Commission, consisting of two 
commissioners and a deputy commissioner. Each 
member of the Commission must be an attorney at 
law, admitted to practice in the state of New York 
for at least five years. The Commission has power 
to appoint necessary legal and other assistants. 
The Commission, on request, drafts, or aids in 
drafting, legislative bills and resolutions and 
amendments thereto; advises as to the constitu­
tionality, consistency, or effect of proposed legisla­
tion; makes researches and examinations as to any 
subject of proposed legislation; and examines the 
laws, and reports to the legislature such amend­
ments as the Commission deems advisable.
These Commissions should do much by their 
compilation and classification of material and infor­
mation to give us better laws; and by their con­
structive criticisms and advice add that care to 
legislative enactments which the average citizen 
fails to add by his lack of personal interest in those 
who represent him in this all-important body of 
lawmakers.
Day-time Classes
in
Accountancy and Business 
Administration
Registration for January Day-time Classes at 
Pace Institute, New York, Boston, or Wash­
ington, should be made at an early date. 
Bulletin with full information will be furnished 
upon request.
Pace Institute
New York Boston Washington
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HIS is the fourth of a 
series of articles deal­
ing with common 
errors in the use of 
spoken and written 
English. Other ar­
ticles appeared in 
issues of The Pace 
Student for March, 
May, and July, 1921.
First, Second, Third 
“First,” “second,” and “third,” are 
adjectives, and should be used when the 
noun is modified; “first,” “secondly,” 
and “thirdly,” are adverbs, and should 
be used when the verb is modified. There 
is no such word as “firstly,” in good 
usage. Note that “first” is both adjec­
tive and adverb. The punctuation of 
sentences containing these words often 
gives trouble. The following illustrations 
will be of assistance. Notice particularly 
the use of the semicolon.
Examples: The following are my 
reasons for deciding against the purchase 
of this automobile: first, I prefer an 
enclosed car for all year-round driving; 
second, at the present time, I do not 
care to invest four thousand dollars in a 
pleasure car; and, third, I am afraid 
that there might be trouble in obtaining 
parts. (First reason, second reason, third 
reason.)
John Y. Holmes, the general manager, 
has laid before the executive committee 
three proposals: first, that we stop, im­
mediately, the manufacture of the small 
lathe; secondly, that we instruct our 
salesmen to push lathe No. XXB; and, 
thirdly, that we eliminate, so far as pos­
sible, overtime work in the factory. 
(Has laid first, secondly, and thirdly.)
The first person in the office every 
morning is Mr. Brown; the second, is 
Miss Harvey; and the third, is our old 
friend, Mr. Van Winkle.
The trouble was caused, first, by the 
explosion in the boiler-room; secondly, 
by the collapse of the entire second floor; 
and, thirdly, by the failure of the fire 
department to arrive promptly.
He asked the first man he met; the 
second; and then the third.
Financial, Monetary, Fiscal
Fernald’s “English Synonyms and 
Antonyms” says, “These words all relate 
to money, receipts, or expenditures; 
‘Monetary’ relates to actual money, coin, 
currency; as, the ‘monetary’ system. 
‘Pecuniary’ refers to that in which the 
money is involved, but less directly; we 
speak of one’s ‘pecuniary’ affairs or 
interests, with no special reference to the 
handling of cash. ‘Financial’ applies es­
pecially to governmental revenues or 
expenditures, or to private transactions 
of considerable moment; we speak of a 
‘pecuniary’ reward, a ‘financial’ enter­
prise; we give a needy person ‘pecuniary’ 
(not ‘financial’) assistance. It is com­
mon to speak of the ‘fiscal’ rather than 
the ‘financial’ year.”
Examples: He rendered the poor man 
much needed pecuniary assistance.
The fiscal year for the Gorman 
Company ends on December 31.
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There was a monetary transaction 
between the boys.
The financial affairs of the govern­
ment were ably administered.
All financial transactions of the com­
pany are entered in the books of account.
His pecuniary reward was not large. 
All right
There is no such word as “alright.” 
Use “all right” instead.
Examples: All right, I will be there, 
when you call.
Everything was all right when the 
general manager arrived from Cleveland.
Observance, Observation 
“Observance” means “noticing with
attention, the act of paying respect or 
obedience.” It is usually used in the 
sense of fidelity to some duty or occasion. 
“Observation,” on the other hand, means 
“inspecting, the act of seeing, looking 
at, fixing the mind upon.” These words 
are frequently confused by careless 
writers and speakers, and care should, 
therefore, be taken in their use.
OFFICE AND RECEPTION ROOM, PACE INSTITUTE, WASHINGTON
HARRY SHANHOLT, a former student 
of Pace Institute, New York, recently 
passed the C.P.A. examinations in New 
York State.
ARTHUR WOLFORT, Class B1317, 
Pace Institute, New York, through the 
Pace Agency for Placements, Inc., has 
accepted a position as junior accountant 
on the professional staff of Simonoff, 
Peyzer & Citrin, certified public ac­
countants, New York City.
Examples: John was not at the office 
because of his observance of the holiday.
From his observation of the sky, the 
astronomer was able to predict the 
eclipse.
The observance of the rules seemed 
to work a hardship upon the members of 
the office force.
He had cultivated his powers of obser­
vation until but little escaped him.
“It is a custom more honored in the 
breach than the observance”—Shakes­
peare.
Quite, Very
The word “quite” means “wholly, 
entirely.” It should not be used in the 
sense of “very”; as in the sentence, “It 
is quite rainy this afternoon.” Say 
instead, “It is very rainy this afternoon.”
Examples: I am quite finished with 
my work, and am ready to accompany 
you.
It is a very pleasant day, after the 
storm.
Are you quite sure that the work will 
be done on time?
He is quite sure that the office- 
manager will approve the request for an 
earlier closing hour during the summer 
months.
Miss Lewis was not quite ready to 
begin the transcription of the letters.
JOSEPH A. MACDONNELL, Semester 
D, Pace Institute, Boston, has been ap­
pointed instructor of commercial subjects 
in the Oliver Ames High School, Rock­
land, Massachusetts.
IRVING D. STERN, Pace Institute, 
New York, formerly with Sangster & 
Mathews, has accepted, through the 
Pace Agency for Placements, Inc., a 
position as semi-senior accountant on the 
staff of Louis Struz & Company.
13
Students’
Questions
and
Answers
(Continued)
Q
Pace Student
December, 1921
upon Federal income-tax returns?
The par value of stock reacquired 
by a corporation would be charged to 
a Treasury Stock Account, if it is to 
be held as such, and would appear on
the Balance Sheet as a deduction from the amount 
of stock issued, to arrive at the correct figure for 
outstanding stock. If the reacquired stock is 
canceled and not held in the treasury, it would be 
charged to the Capital Stock Account.
When treasury stock is acquired at a figure which 
is above or below par, an appropriately named 
account would be debited or credited with the 
difference between the purchase price and the par 
value of the stock. This account would remain on 
the books until the treasury stock was sold, or 
otherwise disposed of. At that time, the result of 
the completed transaction would be known, and the 
resulting debit or credit might be carried to the 
Surplus Account.
You are referred to Regulations 45 of the Trea­
sury Department—particularly articles 542, 563, 
861, and 862—for the treatment of such transac­
tions under the Revenue Act of 1918.
IF, in the case of a fire, merchandise on hand is destroyed, and no perpetual inventory of mer­chandise on hand is kept in the books, is it not best 
to allow the loss to adjust itself automatically in 
the books by means of the closing inventory?
It is not good accounting practice to allow a fire 
loss to adjust itself automatically on the books by 
means of the closing inventory. It should be under­
stood that the function of the gross profit section on 
a Profit and Loss Statement is to show the results
of trading operations—that is, buy­
ing and selling merchandise. Any 
transactions in merchandise which do 
not deal with purchases and sales 
should not be shown in the gross
profit section, as these transactions would tend to 
distort figures shown as gross profit. The amount 
of any loss of merchandise by fire should be ad­
justed in the purchases and inventory accounts, 
immediately, by crediting these accounts and charg­
ing either the insurance company or a Fire-loss 
Account, for the reasons above mentioned.
IF, in the above case, a perpetual inventory of merchandise on hand is kept in the books, would not the following entry adjust the loss in the books? 
FIRE LOSS........................................ .. $xxx
Q
To INVENTORY MERCHAN­
DISE ON HAND........................
(For xxx dollars’ worth of mer­
chandise destroyed by fire.)
$xxx
The entry that you show is correct. Any recovery 
from an insurance company would, of course, be 
credited to the Fire-loss Account.
Would not the same procedure used in the 
second proposition be followed in the event of a loss 
of Machinery and Fixtures, with the exception of 
taking into consideration depreciation?
The same procedure as outlined in the above 
Journal entry would be used in the event of a loss 
of machinery and fixtures, with the exception that 
the accrued depreciation should be taken into con­
sideration in making the adjustment.
“Circuits
of
Victory”
By
A. Lincoln 
Lavine,
Law Faculty, 
Pace
Institute, 
New York
ANY of the students at 
Pace Institute, New York, 
know personally A. Lincoln 
Lavine, from having sat as 
students in his Law classes. 
Mr. Lavine, who was for­
merly a captain in the
American Expeditionary Forces, has 
been, for several years, a member of the 
law faculties of Pace Institute, New 
York, and Pace Institute, Newark.
During the past two years, he has been 
engaged in the preparation of his book, 
“Circuits of Victory.” The book is now 
completed and has just been published 
by Doubleday, Page & Co., New York. 
“Circuits of Victory” is, in a word, the 
history of the accomplishments of the 
United States Signal Corps in the Great 
War. Below are excerpts of a review of 
Mr. Lavine’s book prepared by W. P. 
Banning, of the American Telephone 
and Telegraph Co., and part of the fore­
word written by Colonel Edgar Russel, 
of the United States Signal Corps. 
Colonel Russel was formerly Brigadier 
General and Chief Signal Officer of the 
American Expeditionary Forces.
Mr. Banning, in his review, goes on to 
say:
“Hanging in thousands of telephone 
offices throughout the United States is 
a framed copy of the War Department’s 
citation of the Bell Telephone System.
“Among the expressions used in this 
treasured document are ‘splendid per­
sonnel,’ ‘loyal support,’ ‘technical abil­
ity,’ ‘superb qualities,’ ‘phenomenal 
results,’ and ‘efficient and satisfactory 
manner in which it assisted in providing 
and maintaining the communication 
service at home.’
“No man or woman in the Bell System 
has more than an inkling of the details of 
war service that brought forth such an 
official testimonial. None of the twenty- 
one thousand employees who, on a fur­
lough basis, wore the service uniform at 
home and abroad, had the opportunity 
to comprehend more than a few of the 
plans, problems, and achievements of 
those who engineered, built, and operated 
the systems of communications made 
necessary by the war emergency. Some 
two hundred thousand more have only 
vague impressions.
“That is why every member of the 
Bell family will want to own and read 
“Circuits of Victory,” by Captain A. 
Lincoln Lavine, just published by 
Doubleday, Page 8s Co.
“As its alluring title suggests, it is a 
history of the World War from the 
standpoint of communications. The 
organization and astonishing accom­
plishments of the U. S. Signal Corps con­
stitute its broad subject. The character, 
personality, ideals—spiritual forces, as
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well as those intellectual and physical— 
of the institution affectionately called 
“Mother Bell” by thousands of khaki- 
clad children in France are its inspira­
tion.
“When the Bell System went to war, 
there was more than equipment and 
personnel in the mobilization. ‘How 
many of your people,’ an official of the 
A. T. & T. Company was asked, ‘are in 
the service?’ ‘Over two hundred thou­
sand,’ was the answer. ‘Isn’t that rather 
a large percentage?’ asked the questioner. 
‘It is exactly 100 per cent’ was the proud 
reply. But Captain Lavine writes with 
an acute consciousness that Bell methods, 
Bell standards, Bell devotion to duty, 
were enlisted as well. He feels the insti­
tution’s soul, besides seeing its sub­
stance. No telephone worker can read 
his tribute without a thrill of pride that 
such a story is part of American history.
“ ‘Circuits of Victory’ contains fifty- 
one chapters besides an introduction. 
No other conclusion can be reached after 
reading it than that had the telephone 
system in America not reached its present 
stage of development until some future 
date, the history of the World War 
might have been a different one indeed.”
Mr. Lavine’s book is divided into 
three main sections, entitled “Fingers 
of Destiny,” “From Fingers to Fist,” and 
“Fist.” The first section deals with the
A
A
“communications” situation in America 
during the period of America’s neu­
trality. This situation is deftly con­
trasted with the situation in Germany 
and the nations allied with her. The 
second section deals with “the part 
played by the telephone in mobilizing 
American industry and man-power”; 
while in the third section, Mr. Lavine 
tells of the splendid service that the 
telephone workers rendered in France 
when the Allies dealt the great blow 
which foretold the end of the war. As 
Mr. Banning says, “Captain Lavine, 
himself an overseas veteran, has some 
remarkable word-pictures in these 
chapters. His sense of dramatic values is 
acute. His knowledge of the problems of 
communications during those critical 
days is thorough.”
The following is taken from Colonel 
Russel’s foreword to “Circuits of 
Victory”:
“I have just finished reading the 
advance sheets of your forthcoming 
book, ‘Circuits of Victory,’ and wish to 
congratulate you heartily on the produc­
tion of so satisfactory a volume, and to 
tell you what a profound impression 
these narratives of heroic achievement, 
woven into a vivid and entertaining 
story, have made upon me.
“No one can fail to read with absorbed 
interest your history of the work done in 
France by the thousands of technical 
men from the great commercial tele­
phone, telegraph, and electrical enter­
prises of America; and to many, it will 
bring back forcefully memories of that 
‘crowded hour of glorious life.’ ”
Colonel Russel, in this connection, 
also takes occasion to quote General 
Pershing’s citation of the Signal Corps.
“ ‘The work of the Signal Corps in 
France stands out as one of the masterful 
accomplishments of the American Expe­
ditionary Forces.’ ”
William
H.
Compton, 
C.P.A. 
(N.J.)
WILLIAM H. COMPTON, 
C.P.A. (N. J.), a graduate 
of Pace Institute, Exten­
sion Division, was recently 
appointed one of the Com­
missioners of the New 
Jersey Board of Public
Accountants. Mr. Compton has always 
been a deep student of accounting 
matters, and keenly interested in the 
professional aspects of the work. It is 
not surprising, therefore, that this 
recognition has come to him. Mr. 
Compton is engaged in the professional 
practice of Accountancy in Trenton, New 
Jersey. He was formerly controller of 
the Monument Pottery Company, of the 
same city. In addition to his professional 
duties, he finds time to serve as lecturer 
on Accounting and Business Adminis­
tration (Pace Courses) at Rider College, 
Trenton. Mr. Compton is also a graduate 
of Rider College.
Readers of this magazine will be 
interested in excerpts from a biographical 
sketch of Mr. Compton which appeared 
in The Pace Student for June, 1920.
“ ‘A prophet is not without honor, 
save in his own country,’ is a familiar 
saw, which sometimes is not true, as is 
borne out in Mr. Compton’s case; for 
Mr. Compton was bom in Trenton, N.
Pace Student
December, 1921
J., and has lived there practically all his 
life. He graduated from the Trenton 
public schools, from the Trenton High 
School, and from The Rider-Moore 8s 
Stewart Business College. Throughout 
his school courses, he made a reputation 
for quietly efficient work.
“On leaving school, Mr. Compton was 
employed for a time as a clerk by the 
Pennsylvania Railroad, in one of their 
Philadelphia offices. Then he entered 
the employ of the Trenton Saving Fund 
Society, where he gradually rose to an 
important executive position.
“In the meantime, he completed the 
Pace Course in Accountancy and Busi­
ness Administration by Extension, and 
he also took several additional courses, 
chiefly by correspondence. After secur­
ing his professional degree, he felt that 
he was qualified to practice Accountancy; 
and so he gradually worked up a profes­
sional clientele which soon included 
some of the largest and most solid con­
cerns in Trenton and vicinity.
“In June, 1918, Mr. Compton entered 
the employ of the Monument Pottery 
Company, of Trenton, in an important 
executive capacity. A little later, he was 
elected controller.”
Mr. Compton remained with the 
Monument Pottery Company for about 
two years, resigning to devote his entire 
time to the professional practice of 
Accountancy.
Mr. Compton’s opinions as to the 
value of training in Accountancy and as 
to the opportunities open to Account­
ancy-educated men and women, follow:
“ ‘I have been asked many times if I 
would advise young men just entering a 
business career to take up the study of 
Accounting. I tell them by all means 
“Yes.” I usually advise them to con­
tinue the study until they have secured 
the C.P.A. degree, even though they 
wish to continue in private employment. 
The possession of the degree is a sign of 
business knowledge, and will act as the 
best recommendation a person can have. 
In fact, it is the only recognized degree 
in the business world.’ ”
In addition to being a member of the 
New Jersey Board of Certified Public 
Accountants, Mr. Compton is also a 
Mason, a member of the Knights of 
Pythias, and a member of the Kiwanis 
Club, of Trenton.
MISS MARGARET BENNETT, Pace 
Institute, New York, has secured, 
through the Pace Agency for Placements, 
Inc., a position as bookkeeper with 
Loomis, Barret 8s Jones, attorneys, 52 
Broadway, New York. Miss Bennett 
was formerly employed by Barrow, 
Wade 8s Guthrie.
A. R. FRANCIS, a former student of 
Pace Institute, Extension Division, re­
cently passed his C.P.A. examinations 
in the state of New York. Mr. Francis is 
associated with Harris, Kerr 8c Cook, in 
the capacity of senior accountant.
15
Annual 
Banquet, 
Pace Club 
Boston
HE Pace Club, of Pace In­
stitute, Boston, announces 
the First Annual Banquet 
under its auspices to be 
held at the Copley-Plaza, 
Boston, on Saturday eve­
ning, December 17, at six
o’clock. The following announcement in 
reference to the banquet has just been 
received from the Boston school.
“Bringing the students and graduates 
of Pace Institute together at this initial 
banquet promises to be an unusually 
interesting and happy event. Competent 
committees have, for some time, been at 
work upon the arrangements, and the 
occasion is certain to be an extraordinary 
one.
“The festivities commence with an 
informal reception, in which the Pace 
graduates, under-graduates, and their 
guests will be greeted by Messrs. Homer 
and Charts Pace and other officials and 
instructors in the school. Immediately 
following this, the dinner, typically 
Copley-Plaza in quality and complete­
ness, will be served.
“At the conclusion of the dinner, a few 
very brief toasts will be delivered, follow­
ing which, other entertainment features 
of a high order will take place.
“Dancing will occupy the remainder of 
the evening. Dress will be informal.
“All Pace students, present and past, 
are urged to attend this banquet and 
bring, each, a guest. Applications for 
tickets, at four dollars per person, should 
be made immediately.”
HARRY J. SULLIVAN, a student in the 
Day-school division of Pace Institute, 
New York, Class A1125, died suddenly in 
New York City, on October 21st, of 
tumor on the brain. Mr. Sullivan began 
his study at Pace Institute on September 
14, 1921, and was in regular attendance 
at classes until the day before he died. 
His work as a student was brilliant, and 
gave every indication that a successful 
business or professional career would 
have been his future had his life been 
spared.
Mr. Sullivan was twenty-one years of 
age at the time of his death. His home 
was in Ilion, New York, where he re­
ceived his early education, and subse­
quently was graduated from the Ilion 
High School. Later, he studied at the 
Utica School of Commerce, Utica, New 
York, and for a year and a half was 
employed in the accounting department 
of the Remington Typewriter Company, 
at Ilion.
Mr. Sullivan’s sudden and untimely 
death came as a shock to both students 
and instructors who were associated with 
him in his school work. They join with 
the members of the staff of Pace Insti­
tute in extending to Mr. Sullivan’s 
family their deepest sympathy in the 
sudden sorrow which has come to them.
HARRY E. VAN BENSCHOTEN, 
C.P.A., announces the opening of an 
office for the general practice of account­
ing and income-tax service at 225 Fifth 
Avenue, New York City. Mr. Van 
Benschoten was graduated from the Pace 
Courses in May, 1915.
A wider vision of
modern business—its prin­
ciples, its opportunities—is 
obtained by the men and 
women who study in Pace 
Institute.
Pace students secure this broadened vision
with no sacrifice of specific training—they 
master Accounting, Law, Applied Economics, and Fi­
nance—they prepare for success in business and for certi­
fied public accountant (C. P. A.) and other examinations—they 
find their services in demand.
Pace Courses in Accountancy and Business Administration are 
available in day and evening classes, the year round, at Pace 
Institute, New York, Boston, Washington, and Newark. Classes 
to begin in January are now being organized.
The Bulletin of Pace Institute and “Making Good,” a 40-page 
booklet full of helpful vocational information, will be mailed to 
any one making request.
Pace & Pace
NEW YORK, 30 Church Street
WASHINGTON BOSTON NEWARK
715 G Street, N. W. Tremont Temple 24 William Street
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